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CHAPTER 9

APPO NTMENT RESPONSI BI LI TI ES AND TREASURY
CHECK UTI LI ZATI ON PROCEDURES OF DI SBURSI NG
OFFI CERS AND DEPUTI ES

9-1. Authority to Disburse. The Chief of Engineers is charged with the

di sbursement of funds appropriated for Civil Wrks by a recurrent appro-
priation act provision, which, for the fiscal year concerned, constitutes a
congressional directive to that end.

9-2. Responsibilities of Disbursing Officers. a. Except as provided

bel ow, the disbursing officer*s responsibility for public funds intrusted to
himis personal and absolute., and he is entitled to relief fromresponsi-
bility only by properly accounting for the funds received or held by him

This responsibility includes, but is not linmted to. collection, safekeeping
and deposit of accounts receivable; the drawi ng of checks; the issuance of

savi ngs bonds; care and custody of blank checks, bond. end facsinile signature
pl ates for mechani cal check signing equiprment. Ampounts placed on checks mnust
be visually checked with anpbunts payabl e shown on vouchers by or in the
presence of the disbursing officer or deputy. A record of the |ast check

si gned shoul d be personally maintained by the disbursing officer and/or his
deputy. Disbursing officer should al so have personal know edge at all tines as
to the consecutive numbers of blank checks and savi ngs bonds on hand.

b. The act “To fix the responsibilities of disbursing and certifying
of ficers, and for other purposes," approved 29 Decenber 1941 (55 Stat 375,
31 USC 82e), is not applicable to disbursing and certifying officers of
t he Corps of Engi neers engaged on field work. Responsibilities
of Certifying and D sbursing Oficers excepted fromthe Act of
Decenber 29, 1941 are provided in 3 GAD 26.4 and 27. 2.

c. The fact that public noney is disbursed in obedience to a witten order
of a conmanding officer (District Engineer) does not authorize the Genera
Accounting Ofice to credit the disbursing officer for such expenditure if
it was made in contravention of law (7 Conp. Dec. 248). |If such en expendi-
ture is disallowed, the officer who ordered the disbursement will be held
responsi ble by the Chief of Engineers. If there exists any doubt as to the
validity of the paynent to be made, the disbursing officer (finance and ac-
counting officer) should not be deterred from naki ng a request for an advance
deci sion of the Conptroller General in the absence of unquestionabl e Comp-
troller decisions as to the propriety of the paynent. |f say di sbursenent
results in a disallowance, the disbursing officer or the head of the depart-
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ment has the right to appeal to the Conptroller General for a review
of the disallowance within one year fromthe date of sane. The deci -
sion of the Conptroller General on such appeal is final upon the
executive departnment (31 USC 74). Requests for advance decisi ons and
appeal s from di sal |l owances will be submtted through the Chief of Engi-
neers.

d. Requirenents for deposit of receipts will be observed as pre-
scribed in 7 GAO, Section 12.

9-3 Appointnent of Disbursing Officers.

a. Disbursing Oficers for the Corps of Engineers will be civilians
appoi nted by the commandi ng officer of the installation to which they are
assigned. The civilian designated will also be the Finance and Accounting

O ficer (Chief, Finance and Accounting Branch).

b. Upon appointment of the Disbursing Officer, DAEN-RFMA will be
furnished information as foll ows:

(1) Nane of Disbursing Oficer.

(2) Effective date of appointnent.

(3) TFS Form 5583, Signature Card.

(4) TFS Form 3023, Specinmen Signatures.

The effective date will be fixed so that the TFS Forns 5583 and 6513 nay
be filed with the Treasury Department prior to comrencenent of disbursing.

c. The Disbursing Oficer will, upon assum ng duty at a station
where a Di sbursing O ficer had been currently assigned, take over the
total accountability of the predecessor and operate under the disbursing
station synmbol assigned to the station. Notification of the transfer of
accountability will imrediately be furni shed HQDA ( DAEN- RM~- A), WASH DC
20314.

9-4 Appointnent of Certifving Oficers.

a. The Finance and Accounting O ficer (Chief, Finance and Accounting
Branch) is designated as the certifying officer with the responsibility
and authority for certification of accuracy and entitlenment with respect
to payrolls, travel and commercial vouchers.

b. This certification authority will be redel egated by the Finance

and Accounting Oficer in witing to the Chief of Exam nation Section or
the Chiefs of the applicable units of the Exam nation Section as the work-
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| oad warrants. Certification in such cases will be made in the follow ng
form

(Appropriate Certificate)
(Signature of individual del egated)
For JOHN DCE

Fi nance and Accounting Oficer

9-5 Discontinuance of Disbursing Duties.

a. Transfer of Disbursing Duties. When a Disbursing Oficer trans-
fers his disbursing duties to a successor at a disbursing station, his
successor wll assune accountability for the balance in his predecessor*s
account. The Disbursing Officer being relieved will prepare a fina
Statement of Accountability, Standard Form 1219, and supporting statenents
and schedul es, irrespective of the fact that the closing date nay be ot her

than the close of the cal endar nonth. The Statenent will be plainly
marked “FI NAL” in the bl ank space directly above the name |ine. The trans-
fer of accountability will be acconplished by the use of a statenent

attached to the SF 1219 of the disbursing officer being relieved. The
statement will read as follows:

| have received (date) by transfer from (name of Disbursing
O ficer being relieved) (total amount), an analysis of which
is included in Sections Il and C of attached SF 1219.

(Signature of Successor)

(Grade or Title)

The statenent and copies thereof, properly signed, will be securely
attached to the original and each copy of the statenent of accountability.
The Adm nistrative Approval Certificate on the reverse of the Statenent

of Transaction, Standard Form 1220, will be acconplished by the District
Conptroller or Chief, Finance and Accounting Branch, on all copies.

b. Discontinuance_of Di sbursing Operations. Wen a Di sbursing
O ficer ceases to act and the disbursing operations at a disbursing sta-
tion are diacontinued, the Disbursing Oficer will report the fact over
his signature to the Chief of Engineers for transm ssion to the Treasurer
of the United States, giving a description of the last check drawn. The
Di sbursing Officer will prepare a final Statement of Accountability,
Standard Form 1219, and supporting statements and schedul es, irrespective
of the fact that the closing date may be other than the cl ose of the
cal endar nonth. The statenent will be plainly marked “FINAL” in the bl ank
space directly above the nane |ine. Special arrangenments will be made with
the depositary to furnish inmrediate confirmation of all deposits.




ER 37-2-10

Change 29

30 May 75

Even t hough, due to extenuating circunstances, confirmed copies of certif-
i cates of deposits have not been received, the amounts thereon will be
shown as “Confirmed” within the current accounting period, thus reflecting
t he account abl e bal ance as zero. The Statement of Accountability will be
submitted within 10 days after the |l ast day of activity. Al blank
Treasury checks will be returned in accordance with pan 9-17c.

9-6 Appointnment of Deputy Disbursing Oficer

a. Deputy Disbursing Oficers for the Corps of Engineers will be
civilians appointed by the Cormanding Officer of the installation to
whi ch they are assigned. Disbursing Ofiicers nmay reconmend persons for
such appoi ntment. Deputy Disbursing Officers will nake di sbursenents as an
agent of the Disbursing Officer and di scharge all other duties required
according to law and regul ation to be performed by such Di sbursing
O ficer. Deputies may act. on behalf of the principal whether or not such
principal is present for duty. In the principal*s absence, the deputy nmay
continue to act for a period of time not to extend beyond the | ast day of
the second nonth foliowi ng that in which such absence begins. |In cases of
death, incapacity, or renoval, the principal remains responsible for the
acts of his deputy, unless otherwi se relieved tinder provision of |law. The
deputy shall be subject for his official nmisconduct to all liabilities and
penal ties described by law in |like cases for the Disbursing Oficer for
whom he acts as deputy.

b. Upon appointment of a Deputy Disbursing Officer, the Chief of
Engi neers, ATTN. DAEN-ECF-A, will be furnished notification of such ap-
poi nt nent, acconpani ed by the conpleted TD Form 5583 Signature Card, and
TD Form 6513, Specinen Signatures. The effective date of the appoi nt ment
will be fixed so that the required signatures may filed with the Treasury
Department prior to commencenent cf disbursing duties. Wen it is
consi dered that conditions justify the appointnent of nore than one deputy
t he above notification and TD Fornms will be furnished for each appointee.
The appoi ntnent of a Deputy Disbursing Officer may remain in effect so
|l ong as desired or until a change of duty station of either the Disbursing
O ficer, or his deputy, or other valid reason for term nation of the
appoi nt nent .

c. When a Deputy Disbursing O Oficer ceases to act the principa

Di sbursing Officer will at once report the fact over his signature to the
Chi ef of Engineers, ATTN. DAEN ECF-A, for transmi ssion to the Treasury
Department. Such report will include a description of the |Iast check drawn

by the deputy.

d. In the event of the death, incapacity or separation fromoffice
of a Disbursing Officer, the accounts of such Disbursing Oficer may be
continued and paynents made in his name by his Deputy Di sbursing Oficer
for a period of time not to extend beyond the |ast day of the second
nonth follow ng the nonth in which such death, incapacity or separation
occurs. The deputy will be legally liable and responsible for all pay-
ments and official acts during such period until a new Disbursing Oficer

9-5b 9-4



*

ER 37-2-10
Change 29
30 May 75

is appointed. If there is nore than one deputy, the Commandi ng Officer
of the installation will designate a deputy to disburse as principal in
the nane of the Disbursing Officer. Such accounts and paynents shal

be al |l owed, audited, and settled in the manner prescribed by |aw, and

t he checks signed in the nane of the forner Disbursing Officer shall be
honored by the Treasurer of the United States, in the same manner as if
the former Disbursing Oficer had continued in office (Act 31 July 1953,
67 Stat 296, 31 U.S.C. 103b). The word “separation” as stated in the
first sentence of this paragraph refers to separation for cause and
shoul d not be construed as separation due to transfer, retirenent, or
resi gnation.

9-6.1 Desi gnation of Recreational Fee Cashier

a. Individuals whose duties include receiving User fees, collected
by Rangers, and who have custody of User Pernits, except those receiving
perm ts under hand recei pt nmethod (para 4-6b), will be designated
“Recreational Fee Cashier” by the Division and District Engi neers under
procedures and conditions as foll ows:

(1) The designation will be in witing simlar to the nethod used
for appointing inprest fund cashiers.

(2) The Division and District Engineer will assure the provision
of appropriate adm nistrative supervision of the cashier function and
will provide facilities and instructions for the safeguarding of permts

and funds using the requirements for safeguarding inprest funds as a
gui de

(3) \Where the cashier requires cash for use by the Rangers, the
Fi nance and Accounting O ficer nmay advance the required anount upon
witten request fromthe official in charge of the activity. Advances
and turn-ins of change funds will be docunented on DD Form 1081

(4) Cashiers are accountabl e and responsible to the Finance and
Accounting O ficer for the User fees and for the change funds received.

(5) hay shortage of funds for which the cashier is accountable
will be reported in accordance with pars 9-21.

b. I ndi vi dual s may be designated by the Division and District
Engi neers as “Alternate Cashier” to serve as RFC in the absence of the
princi pal under the procedures and conditions in subparas a(l) thru (5)
above.

9-7. (Rescinded.)
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9-8. Protecti ng Gover nnent ©Money.

a. A disbursing officer is at all tinmes personally
responsible for the safety of cash funds; and he will, upon
himown initiative, take necessary steps. to protect hinself
against |loss by enbezzlenent, theft, fire and simlar haz-
ards.

b. The disbursing officer will be provided with at | east
a three-position dial-type conbination safe that is fire
resistant for a mnimum period of two hours. The safe should
be of sufficient size to accomodate the supply of blank
checks and savings bonds in the custody of the disbursing
officer as well as any cash in his safekeeping. The
conbi nation of the safe of the disbursing officer will be
known only by such officer or his deputy. It will be placed in
a seal ed envel ope, suitably marked so that its unauthorized
opening nmay be detected, and delivered to the installa-



ER 37-2-10
Change 25
30 Jun 74

tion commander for safekeeping and use in the event of
emer gency.

9.9. Applicability of Fiscal Instructions |Issued by Hi gher
Aut horities.

a. In the absence of specific instructions for conpli-
alice, fiscal regulations issued by the Departnent of the Arny
are not applicable to Gvil Wrks activities until inplenent-

ed by the Chief of Engineers.

9- 6a
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b. Where instructions contained in publications issued by the
General Accounting O fice and Treasury Department are applicable to
Civil Works activities and do not in thenmselves require further im
pl ementation, such instructions will be followed w thout awaiting
further notice fromthe Chief of Engineers, unless, in the discretion of
the Division or District Engineer, the applicability of such in-
structions to Civil Wrks should be questioned.

9-10. Payments in Excess of Appropriations Prohibited. No act of
Congress will be construed to make appropriation out of the Treasury of
the United States or to authorize the paynment of noney in excess of
appropriation made by | aw, unless such act does in specific ternms so
declare (Act June 30, 1906, 31 U S. C 627).

9-11. Cash in Personal Possession.

a. Where the need exists, the Chief of Engineers will authorize
di sbursing officers to keep cash on hand at their own risk. Were
previous continuing authority at the station has not been received,
di sbursing officers nmay request it from DAEN-RM--A. Cash is autho-
rized to be held in the custody of cashiers outside the finance and
accounting office for change funds and inprest funds.

b. Applications, in letter form requesting authority to hold
cash on hand wll:

(1) state the maxi num anpbunt to be so held,

(2) include a full explanation of the need for the authorization

(3) describe the facilities available for safeguarding public
funds, and

(4) state the distance to the nearest depositary.

c. As a general policy, disbursing officers of the Corps of

Engi neers will nmake all payments by checks drawn on the Treasurer of the
United States. Only in those situations where the exigencies of the
service demand it, will paynents be nmade in cash and then only when

aut horization referred to I n paragraph 9-11a above has been

recei ved. However, when inmprest fund or change fund cashiers are
changed, the cash turned in to the disbursing officer by the previous
cashier may be advanced to the new cashier as a cash paynent.

9-12. Verification of Cash and Collections. Cash on hand for dis-
bursenent, held in accordance with para. 9-11 above, and coll ections on

hand will be verified in accordance with the procedures established
in para 3-58, AR 37-103. When installations- also have nilitary funds,
t he above verification will be made simnultaneously for both civil and
mlitary.
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9-13. | npr est Funds.

a. Inprest funds will be established upon deternination by the
installation commander that the volune of small purchase activity is
such as to effect a savings to the Governnment by the utilization of
such a fund. For the purpose of uniformty with nilitary accounting
procedures, except as provided in paragraph 3-10, the provisions of
AR 37-103-1 will be applied to the establishment and operation of
i mprest funds for small purchases from Civil Works appropriations,

i ncludi ng pertinent procurenment transactions normally financed by the
Cvil Works Revol ving Fund.

b. Goods and services intended for military use may be paid from
civil inprest funds pending reinbursement frommnlitary funds. This
authority is not extended to purchasing nonexpendable itens of mlitary

property.

c. |In each case where a shortage of inprest funds is discovered,
notification thereof will be made to the Chief of Engineers, DAEN-KCF- A,
as required by paragraph 9-21

d. Appointnent of the sanme individual as both inprest Fund Cashi er
and Aut horized Col | ector should be avoi ded wherever practical. Authori-
zation for such dual appointnents deened essential will be obtained from
the Division Engineer or fromthe Chief of Engineers for separate in-
stallation and Division offices.

e. Instructions relative to the use and accounting for inprest
funds are set forth in Chapter 3 of this regulation

f. The safekeeping of inprest funds contained in paragraphs 3-78,
3-79, AR 37-103, will be followed as applicable. Mreover, the Finance
and Accounting Oficer will acknow edge the receipt of key(s) and/or
conbi nati on(s) of safes by signing the transmttal docunment. The origi-
nal will be filed in the finance and accounting office and the signed
copy will be returned to the sender.” *

9-14. Sal e or Exchange of Funds.

a. No officer of the United States will either directly or indirectly
sell or dispose of to any person, for a premium any Treasury note, draft,
warrant, or other public security not his private property, or sell or
di spose of the proceeds of such note, draft, warrant, or security, in his
hands for di sbursenent, w thout making return of such prem um and ac-
counting therefore by charging the same to his accounts to the credit of
the United States; and any officer violating this section will be forth-
with dismssed fromoffice (31 U S. C 544).

b. A disbursing officer having cash funds in his possession will not
exchange the sane for any other disbursing officer*s check on the Treasurer
of the United States, private check, noney order or conmercial paper of any
ki nd.
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9- 15. Responsibility for Rendering Accounts. All officers, agents or
ot her persona who are charged with the safekeeping, transfer or dis-
bursenent of the public nmoneys will keep an accurate entry of each sum
recei ved and of each payment or transfer, and will render distinct ac-

counts of the application thereof according to the appropriations. under
whi ch the nmoneys have been advanced to them Every officer or agent of
the United States who, having received public nmoney which he is not
authorized to retain as salary, pay or enolunent, fails to render his
accounts for the same as provided by law will be deemed guilty of

embezzl ement and will be fined in a sumequal to the anpunt of the nobney
embezzl ed and i nprisoned not nore than ten years (Act 25 June 1948. 62
Stat 683, 18 U.S.C. 643).

9- 16. Preparation of Accounts - General. The Conptroller Ceneral has
approved the fornms to be used by disbursing officers in maintaining
their accounts for audit. The use of the prescribed forms is nandatory
upon di sbursing officers of the Corps of Engineers engaged on ci vi

wor ks. Detailed instructions prescribing the forms and procedure. to be
followed will be contained in chapter 21 of this manual.

9-17. Requi sition. Safekeeping and Transfer of Treasury Checks.

a. Disbursing officers drawing checks on the Treasurer of the
United States will use only bl ank checks ordered under contract entered
into by the Treasurer of the United States. Orders (requisitions) wll
be prepared on Treasury Department Form TUS 3203, Purchase Order for
Bl ank Treasury Cheeks, in accordance with instructions thereon. Oigi-
nal and first carbon copy thereof will be mailed directly to: Paynent
Reconciliation Section, Division of Governnment Accounts and Reports.
Bureau of Government Financial Operations, Treasury Annex No. 1, ATTN:
GAO Bui | di ng. Washi ngton, DC 20226, to who. all correspondence relating
thereto shoul d be addressed. At |east two nonths, plus time for de-
livery, should be allowed for printing checks after receipt of the order
by the Treasurer\ of the United States. An additional tw weeks should
be al |l owed when a change in the check formis requested. Proofs of

checks will be forwarded directly to tte disbursing officer for approva
and approved copy will be returned directly to the Treasurer of the
United States. Paynents will be made directly to the contractor by each

ordering office. Itens 8 and 16 of Form TUS 3203 will be filled in ac-
cordingly. See “Treasurer*s Menorandum No. 2 (Revised), 29 June 1961,”
as amended, for details.

b. Disbursing officers will protect blank checks to the utnost
agai nst | ose or theft. Blank checks should be kept under |ock and key in
t he di sbursing officer*s safe and should be accessible only to the
di sbursing officer or to enployees to whamthis responsibility has been
especi al ly del egated by the disbursing officer. The disbursing officer
will notify the Paynent Reconciliation Section, Division of Governnent
Accounts and Reports, Bureau of Governnment Financial Operations Treasury
Annex No. 1, ATTN: GAO Buil di ng, Washi ngton, DC 20226, and the nearest
office of the United States Secret Service by tel ephone, tel egraph, radio
or the noat rapid nmeans of communication available to his, imrediately
upon di scovery of the loss or theft of blank checks, and the notice wll
i ncl ude the synbol and the aerial nunbers involved. The same information
will be furnished to the General Accounting Office by letter.
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c. When a disbursing officer is succeeded by another, the disbursing
of ficer being relieved will transfer his unused checks to his successor
The di sbursing officer who transfers checks and the disbursing officer
who receives the checks will advise the office indicated bel ow as soon as
the transfer is acconplished. The advice will be furnished by letter
prepared in quadruplicate and will be specific in detail with respect to

serial nunbers of checks, dates, disbursing station synbol nunber, nunber
of bl ank checks on order as indicated on unfilled requisitions. The
letter will contain the nanes and signatures of both the transferor and
transferee. Copies will be distributed as foll ows:

Original and duplicate: Payment Reconciliation Section
Di vi sion of Governnent Accounts and Reports
Bureau of Governnment Financial Operations
Treasury Annex No. 1, ATTN: GAO Buil di ng
Washi ngt on, DC 20226

Third and fourth copies: Retained by transferor and transferee

If a disbursing station ceases operation or if a disbursing officer has
on hand bl ank checks which cannot be used, the checks will be returned to
the Hail Managenment Branch Division of Facilities Management, Bureau of
Government Financi al Operations, Treasury Annex No. 1, Washington, DC
20226. A copy of the letter of transmittal returning the checks will be
furni shed the Paynent Reconciliation Section, Division of Governnent Ac-
counts and Reports, Bureau of Governnent Financial Operation., Treasury
Annex No. 1, ATTN: GAO Buil di ng, Washi ngton, DC 20226. The letter will
fully describe the checks and give the reasons why they cannot be used.
Since all card checks will have the station synbol number printed thereon
and punched therein, they will not be transferred to another disbursing
station or used over an account other than that of the original synbol.

d. The authority to issue a substitute check to replace one | ost,
stolen, mutilated or destroyed and to prescribe the necessary rules and
regul ati ons for issuance of such checks is vested in the Secretary of the
Treasury (R S. 3646, as anended (31 U.S.C. 528)). Issuance of a
substitute payroll check by the disbursing officer will be in accordance
with Section I X, Chapter 4, AR 37-103. Upon receipt of a check which has
been nutilated or defaced to an extent which renders it nonnegoti abl e,

t he di sbursing officer may void or spoil such check in accordance with
i nstructions contained in paragraph 9-18 of this manual and issue a new
check provided:

(1) The check was issued under the same di sbursing station synbol
nunber or the preceding 5 digit synmbol nunber.
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(2) The claimant is the original payee.

(3) Any missing portions of the check are insufficient
to forma claimagainst the United States.

9-18. Check Preparation and Accounting.

a. |In connection with payroll checks, after signature by the
di sbursing officer, an individual not charged with payroll preparation
payrol | accounting, tinmekeeping or time checking duties will be

assigned the responsibility by the District Engi neer (and/or Division
Engi neer) to receive checks fromthe Disbursing Oficer for

di stribution to enployees At activities renote fromthe paying office,
a designated officer or enployee who is conpletely divorced from

ti mekeepi ng end timechecking duties will receive checks by mail and
distribute themto enpl oyees. Checks may be mailed direct to the

i ndi vi dual payees concerned as the occasi on denands.

b. The provisions of 7 GAO 6000, GAO Manual for Guidance of
Federal Agencies, are applicable to disbursing officers of the Corps of
Engi neers. Cancel ed checks shoul d be schedul ed on SF 1098, Schedul e of
Cancel ed Checks, in accordance with the regul ati ons and entered on the
Cash Receipts and Deposits Register using SF 1098 as a posting nedi a.

c. Undeliverable checks will be handled in accordance with 7 GAO
6000. They will be marked “Not Negoti abl e” six nmonths from date of
i ssue or sooner as circunmstances warrant They will be schedul ed on SF

1185 at the end of six nonths and deposited only with Federal Reserve
Banks or Branches to the credit of the Treasurer of the United States.
Such checks should not be included in deposits of other classes of

col l ections. Pending availability of SF 1185, agencies will utilize SF
1098, Schedul e of Cancel ed Checks. SF 1185 will be entered on the Cash
Recei pts and Deposits Register using the SF 1185 as a posting nedia. A
copy of SF 1185 will be cross-referenced to the original transaction,
given a current bureau voucher nunber, and added to the list of unpaid
bureau vouchers maintained in accordance with par. 3-6b, to reestablish
t he accounts payabl e pendi ng subsequent paynent to the payee or other
di sposition.

9-19. Signing of Checks.

a. Checks will not be signed until they have been conpletely
filled out to show name of payee, nmount, etc. The use of nechan-
i cal check-signing machines is pernitted where volune is 1,000 or
nore checks per nmonth. Authority is delegated to installation
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conmanders to approve the use and purchase of such machines. It
is the responsibility of the disbursing officer to see that
machi ne to be used for applying facsinmle signatures to checks
have nechani cal features that will assure the disbursing officer
full protection against the unauthorized use of his facsinmle
signature and have counters that will provide himwi th an accurate
record of the number of tines the plate has been used.

b. The follow ng conditions rmust be met before nechanica
check signing machi nes may be used to sign checks:

(1) Upon request, the Chief of Engineers will furnish a
sampl e of the border design that has been approved by the
Secretary of the Treasury for use by disbursing officers of the
Cor ps of Engineers. This design nmust enclose the facsinile
signature and will contain the | egends “Corps of Engi neers” now
printed in the |lower right hand corner of the check and
“Di sbursing Officer.” These | egends will not be duplicated in the
surface printing in the |lower right corner of the check. This wll
be consi dered when ordering bl ank checks for use with a check-
si gni ng machi ne.

(2) Upon receipt of the approved border design, the
plate will be. ordered by the disbursing officer for use with the
machi ne. The nunber “1” will be placed in the |ower |eft corner of
t he border design of the first plate used by a disbursing officer
Addi tional plates bearing the sane signature will continue in
nunerical sequence.

(3) Twel ve specinmens of the facsimle signature pro-
duced by the machine will be furnished the Chief of Engineers for
approval of the Treasurer of the United States. These speci nens
will be on plain white paper about the size, weight and thickness
of a Treasury check. Two of these specinmens will be certified
manual |y by the disbursing officer as foll ows:

“1 certify that this is a true specinmen of ny officia
signature to be affixed by nmachine to checks draw on the Treasurer
of the United States under any synbol nunmber now or hereafter
assigned to ne.”

(Sign here the same as on the plate)
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(4) No check will be signed by the machine until approva
of the facsimle signhature is received.

(5) A protective black ink especially prepared for use
with certain types of check-signing equi pment has been designated by
the Treasury Departnent for use by the Departnent of the Army. This
ink will be procured fromthe Governnent Printing Office. The nane
of the machine will be furnished when ordering the ink

(6) When a facsimle signature plate is no longer to be
used by the disbursing officer it will be returned to the Chief of
Engi neers, DAEN ECF-A by registered mail for transmission to the
Treasurer of the United States few destruction. The reason for its
return will be stated.

(7) A deputy disbursing officer may use the facsinile
signature plate of the principal disbursing officer. The origina
check will therefore bear no indication that the plate was used by
t he deputy. However, for the protection of all concerned, there nust
be a record maintained of each check signed by the deputy. This
record may be made on the retai ned check copies.

(8) \Where the check-signing nmachine is operated by an
i ndi vi dual other then the disbursing officer or his deputy, the
facsim |l e signatures should only be applied in the presence of the
di sbursing officer or his deputy.

9-20. Relief of Disbursing Oficers.

a. Under the provisions of Section 1 of public Law 365. 84th
Congress, approved 11 August 1955, the Secretary of the Arny has
appoi nted the Chief of Engineers as his designee to make findings
and recommendations to the Conptroller General of the United States
in connection with deficiencies in official civil works disbursing
accounts of disbursing officer or former disbursing of officers.

b. Pursuant to the above, cases involving disall owances by
the General Accounting O fice which cannot be resol ved by the
noti ons of the certifying and/or disbursing officer, and where
restitution cannot be forced fromthe parties who have been
overpaid, will be reported to the Chief of Engineers as soon as
practicable with a full report of the facts and circunstances
necessary to a conprehensi ve understandi ng of the point. involved in
t he di sal | owance supported by copies of all the correspondence
bearing on the case.
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9-21. Irreqularities in Disbursing Oficer*s Accounts. The provisions of
Section VIIIl, Chapter 3, AR 37-103 will be applied in connection wth
Civil Disbursing Oficer’s accounts, except as follows:

a. References to OCF, FCUSA and FOUSA will be disregarded. Al
required reports will be submtted to DAEN-ECF- A

b. Civil docunentation, accounting and di sbursing procedures wll
be foll owed, as applicable. The procedures for handling cash shortages
and overages of $50 or |ess do not apply.

c. Wen an irregularity is discovered which results in a cash
shortage in the disbursing officer*s accounts, the amount of the
shortage will be transferred to and separately identified in an ap-
propriate subdivision of the Chart “D’ account involved, pending reli ef
fromaccountability or recovery of the |oss.

d. Upon notification by OCE that the Disbursing Oficer has been
relieved fromaccountability, the amount of the loss will be disbursed
on a cash voucher payable to “adjustnents,” supported by copy of docu-
ment granting relief, and charged to appropriate expense or other ac-
counts. The subaccount referred to in c above will be credited.

e. \Where the loss is recovered, either from an individual who
admits responsibility for the loss, prior to relief of the disbursing
officer, or fromthe disbursing officer in case relief is denied, the
amount reflected in the subaccount referred to in c above will be trans-
ferred to the basic Chart “D’ account. The recoupnment will not be
treated as a collection but as an adjustnent of cash on hand.

f. Were the loss is recovered froman individual after the
di sbursing officer has been relieved and the disbursenment processed in
accordance with d above, the collection will be processed as an appro-
priation refund crediting the expense or other accounts originally
char ged.

g. Recoveries will be reported to OCE. Information for this
report, outlined in AR 37-103, will be furnished either in the report of
board proceedi ngs or investigating officer*s report, or by letter if
recovery is made after either of those reports have been subnitted.

9-22. Wthholding of Federal Income Tax - Pernmanent Change of Station

a. The withholding of federal income tax from paynents made under
civil functions funds to civilian enployees as novi ng expense rei nburse-
ments or all owances in connection with permanent change of station wll
be deducted on the vouchers on which the expenses are paid and as
provided in Section Ill. Chapter 14, AR 37-106. The amounts deducted for
federal income tax will be credited to account 96F0101, W thheld
I ndi vi dual | ncome and F.1.C A Taxes.
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b. Enployers Identification Nunmber and necessary TD Forns 941 and

W 2 shoul d be obtained direct fromthe District Director of Interna
Revenue Servi ce.
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